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TRAINING PROGRAM OF INSTRUCTION
Preface

TRAINING PROGRAM OF INSTRUCTION FILE NUMBER (TPFN): DINFOS-BPASC
TITLE: Basic Public Affairs Specialist Course

TRAINING LOCATION: Defense Information School, Fort Meade, MD

SPECIALITY AWARDED:

e USAMOS 46Q10
e USMC MOS 4341
e USCG: Public Affairs Specialist 3d Class (PA3)

PURPOSE: To train selected enlisted personnel and civilian employees of
Department of Defense components in the principles, techniques and skills required
to perform the duties and functions of public affairs specialists.

TRAINING METHODOLOGY': Resident

COURSE DESCRIPTION: This course will prepare graduates to perform skills as entry level
public affairs specialists. This course teaches students how to interact with command and key
publics, and prepare and disseminate information in accordance with applicable directives. This
course includes instruction in theories, concepts and principles of public affairs to include
command information, community and media engagement and appropriate use of social media as
a communication tool; various research methods and fundamentals of journalism, feature writing
and design; basic operation of the digital camera and photojournalism skills for multiple web-
enabled media platforms.

SERVICE PREREQUISITES:

Service | Prerequisites: | Notes:
USA
Officer | N/A
Enlisted | E-1 through E-5 - Soldiers must meet prerequisites

outlined in 611-21

- E-5 with less than two years TIG

- Must be a high school graduate or
have high school equivalency

- Minimum of 2 years of high
school English

- Minimum GT score of 107

- Type 20 WPM

- Minimum physical profile of
211121

- Meet height and weight standards
IAW AR 600-9

- Pass APFT prior to graduation




Civilian

GS-05 and above

If below GS-05, the requester must
be a high school graduate or have a
certificate of equivalency.

USAF

Officer

N/A

Enlisted

E-1 through E-6

Civilian

N/A

USN

Officer

N/A

Enlisted

N/A

Civilian

N/A

USMC

Officer

N/A

Enlisted

E-1 through E-5

- Minimum GT score of 110
- Minimum VE score of 45
- This is non-waiverable.

Civilian

N/A

USCG

Officer

N/A

Enlisted

E-3 through E-6

- Auxiliary PAO with service chief
approval

- ASVAB requirement of minimum
VE+AR=109 and minimum VE
score of 54

- Type minimum of 20 wpm

Civilian

N/A

International

Due to the extensive amount of writing required for the course, international students must
have a comprehensive understanding of English language usage, grammar and syntax.
Students must score an 85 on the English Comprehension Level (ECL) test and be able to
type. These requirements cannot be waived.

Interagency

GS-05 and above

COURSE PREREQUISITES: See Army Training Requirements and Resources System
(ATRRS) website (https://www.atrrs.army.mil/atrrscc/). Use school code 212.

CLASS SIZE:
Maximum

Minimum

Annual capacity

24 students
12 students

216 students



https://www.atrrs.army.mil/atrrscc/

COURSE LENGTH:

Academic Hours 427 hours
Administrative Hours 21 hours
Total Course Length 448 hours, 56 days

TYPE/METHOD OF INSTRUCTION:

Lecture (L) 116 hours
Demonstration (D) 32 hours
Performance Exercise (PE) 93 hours
Case Study 32 hours
Exam Performance (EP) 147 hours
Written Exam (EW) 07 hours
Administrative (AD) 21 hours

COURSE MEASUREMENT PLAN: Located in the Course Training Standard.

TRAINING START DATE: 07 December 2017

ENVIRONMENTAL IMPACT: No environmental impact.

MANPOWER: The Inter-service Training Review Organization (ITRO) formula was used to
determine the number of instructors required. The Course Design Resource Estimate (CDRE)

contains this information.

EQUIPMENT AND FACILITIES: The Course Design Resource Estimate (CDRE) contains
this information.

TRAINING DEVELOPMENT PROPONENT: Defense Information School, Directorate of
Training, Fort George G. Meade, MD 20755

REFERENCES: Located in the last section of this TPI.
SAFETY FACTORS: Routine.

POC: Course Development Department, dma.meade.dinfos.list.dot-cdd@mail.mil, 301-677-2038.
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FUNCTIONAL AREA 1
NEWS WRITING FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to News Writing: The instruction and training throughout this
functional area provides students with a basic foundation and knowledge of military public
affairs writing and copy-editing. Students are introduced to the concepts of public affairs with
emphasis on the functions of news and newsgathering. They examine types of stories used in
military publications and how information is obtained; write leads, leads with bridges and full
news stories; and conduct interviews. Students identify the purpose and guidelines for writing
general news stories; advance news and mission stories, and localized news service stories. They
identify and correctly use the five W’s and H; determine the lead emphasis for a news lead; use
impersonal identification; identify local angles and military ties; use datelines; and determine
and use attribution. In all their work, students demonstrate an understanding of basic English
grammar, verbal communication and effective writing theories, using copy-editing symbols to
identify and correct errors.



FUNCTIONAL AREA 2
MILITARY PUBLIC AFFAIRS FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to Military Public Affairs: The instruction and training throughout
this functional area provide the students with a basic foundation of knowledge required to
perform the duties of a DOD military public affairs specialist. Upon completion of this
functional area, the students will be able to identify the primary principles of military public
affairs policy, procedures and governing directives (laws, publications, etc.); and capable of
determining appropriate guidelines for release of information and imagery, and assessing the
potential news value of a given situation. The students will also be capable of developing and
recommending public affairs courses of action in the areas of media engagement, community
engagement, and command information during peacetime, operational training, and operational
deployments. The students will be able to select appropriate media types to include social media
platforms to communicate timely, accurate information to specific publics; respond verbally and
in writing to queries from media organizations; prepare for and conduct media interviews; and
select and prepare military spokespersons for media interviews.



FUNCTIONAL AREA 3
PHOTOJOURNALISM FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to Photojournalism: The instruction and training throughout this
functional area provide the students with the knowledge and skills necessary to tell a photo story
using various visual communication techniques. The students learn basic digital camera
operations, exposure, focus, composition and flash lighting techniques. Using digital imaging
and graphics software to perform ethical image editing, image management, students produce
and package imagery for distribution and archiving. Students correctly prepare all imagery for
accessioning in compliance with DOD Visual Information policy, assigning correct Visual

Information Record Identification Numbers (VIRIN), and writing proper captions in accordance
with DOD policy.



FUNCTIONAL AREA 4
FEATURE WRITING FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to Feature Writing: After being introduced to terminology and
examples of creative and feature writing, the students examine interview techniques, different
types of feature leads and transitions, and other story-telling devices of fictional writers,
including figurative language, anecdotal quotes and biographical information. Students select
suitable topics, then collect pertinent information, organize, write and revise human interest,
personality and news-related feature stories.



FUNCTIONAL AREA 5
DESIGN AND DESKTOP PUBLISHING FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to Design and Desktop Publishing: The students examine basic
design principles; identify the functions of typography; explain and demonstrate effective
modular design; and the steps in publication production using desktop publishing software. The
students must copy-fit stories, write headlines, and proportionally increase the size of photos to
create an effective page design. The students demonstrate the layout steps using a copy log, a
thumbnail sketch, a dummy sheet and desktop publishing software to create several publication
pages.
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FUNCTIONAL AREA 6
SERVICE-SPECIFIC AND JOINT ENVIRONMENT FUNDAMENTALS

TRAINING OUTCOMES:

UNIT 001 Introduction to Service Specific: The instruction and training throughout this unit
provide the students with a basic foundation of knowledge required to perform the duties of a
military public affairs specialist within their respective service and within a joint services
environment. Upon completion of this functional area, the students will be able to identify the
primary service-specific principles of military public affairs policy, procedures and governing
directives (laws, publications, etc.).

UNIT 002 Joint Environment Fundamentals: The instruction and training throughout this unit
provide the students with continuing instruction in the concepts of public affairs (PA) with
emphasis on the functions of operating PA programs in an overseas area and the necessity of
coordinating issues in a joint service expeditionary environment. This training is practiced,
reinforced and critiqued in the students’ application of these principles during a scenario-driven
exercise that simulates deployment with a public affairs unit.
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